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W2-c and W3-c Examples 

Note: 
 

• Department Payroll personnel should complete a W2-c and W3-c and are 
responsible for the accuracy of the corrections.  

• A W3-c is a summary sheet of all the W2-c forms submitted.  It MUST BE SIGNED. 
• The summary totals on the W3-c must match the data entered on the W2-c forms.  

If the W3-c totals do not match the accompanying W2-c forms the package will be 
returned. 

 
• Although the attached examples illustrate a single change to a Form W2.  Please 

incorporate all the changes required to the employee’s W2 on one form W2-c. 
 
 

• Copy A and Copy 1 should be forwarded to: 
Office of the Comptroller 
One Ashburton Place 
9th Floor 
Boston, MA 02108 
Attention: Jim Box 

• Copies B,C and 2 are provided to the employee. 
• Copy D is kept by the department for future reference and audit trail purposes. 

 
 

• The Office of the Comptroller will file the W2-c and W3-c forms with both the Social 
Security Administration (SSA) and the Department of Revenue (DOR). 

 
• Be sure to update HR/CMS with corrections to name and SSN  

 
• The employees W-4 must also be updated to reflect accurate information 

 
• If employee’s address is incorrect on the W2 mail the Form W-2 with the incorrect 

address to the employee in an envelope showing the correct address or otherwise 
deliver it to the employee.  Do NOT file a form W-2c with the SSA merely to correct 
the address. 
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W2-c and W3-c Examples 

W2-c Basics 
 
This is the basic W2-c information: 

• Tax year = 2006,  Form corrected = W2 
• Employers EIN = 04-6002284 
• Make sure Commonwealth of Massachusetts is above Department on Employer Address 
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W2-c and W3-c Examples 

Example 1:  W2-c to change SSN only 
 
 In the example: 

• Tax year = 2006,  Form corrected = W2 
• Enter correct SSN 
• Check the “Corrected SSN and/or name” box 
• Employers EIN = 04-6002284 
• Make sure Commonwealth of Massachusetts is above Department on Employer Address 
• Enter employee’s incorrect SSN in Box h. 

 

 
The above example illustrates a single change to a Form W2, however, all the changes 
required to the employee’s W2 must be incorporated on one form W2-c. 
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W2-c and W3-c Examples 

Example 2:  W2-c to change Name only 
 
 In the example: 

• Tax year = 2006,  Form corrected = W2 
• Check the “Corrected SSN and/or name” box 
• Employers EIN = 04-6002284 
• Make sure Commonwealth of Massachusetts is above Department on Employer Address 
• Enter employee’s incorrect name as shown on W2 received in Box i 

 

 
The above example illustrates a single change to a Form W2, however, all the changes 
required to the employee’s W2 must be incorporated on one form W2-c. 
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W2-c and W3-c Examples 

 
Example 3:  W2-c Financial Information Changes 
 
 In the example:  Employee resigns and is overpaid and multiple changes must be made to the 
Form W2.   Federal Taxable Gross is adjusted, Federal Tax Withheld has not been adjusted, 
Medicare Wages are adjusted and Medicare tax withheld is adjusted, Retirement Contribution is 
adjusted, Massachusetts State Taxable Gross is adjusted and Massachusetts State Income Tax 
is adjusted. 

• Tax year = 2006,  Form corrected = W2 
• Corrected SSN box is unchecked 
• Employers EIN = 04-6002284 
• Make sure Commonwealth of Massachusetts is above Department on Employer Address 
• Financial changes as required 
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W2-c and W3-c Examples 

W3-c Summary Form 
 
 This is an example of the Form W3-c that would accompany Sample 3 above. 

• Tax year = 2006,  Form corrected = W2 
• Make sure Commonwealth of Massachusetts is above Department on Employer Address 
• Kind of Payer = Medicare govt. emp. 
• Number of Forms summarized on the W-3c 
• Employers EIN = 04-6002284 
• Summary information entered by Box number as required. 
• Include explanation use words “previously reported” 
• SIGN and date the form 
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